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RECORDS RETENTION AND DISPOSAL SCHEDULE no-
Medical Care Compliance — Division or Long—lerm Care
Administration-DHMH Long-Term Care Facilities.
AGENCY [=1] VI!IONV
ltem
No.’ » Description : Retention
This Amendment modifies Schedules 1172 by adding
the following item:
6 Nursing Home Provider Files
Records consist of general provider correspondence, Retain in office for 2
L & C Complaint Record, Delmarva Quality Assurance years then transfer to
Reports and DHMH 3873 (Placement Determination-ICF) Records Center for Addi-
DHMH 2991 (Policy Instruction Statement) tional 4 years; then
DHMH 4345, 4345A, 4366 (PASARR) destroy.
Schedule Approved by Department, Schedule Authorized by
Agency, ot Division Representative " Holl of Records Commission
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JINSTRUCTIGHNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV1SED RECORD SERIES. FORWARD
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AGENCY RECORDS INVENTORY
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1. DEFARTMENT /AGENCY
DHMH/MCCA

2. DlvIisIOon
Long-Term Care

s, wIT
Long-Term Care Facilities

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY WFILED
REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS8 A UNIT FOR
IYION PURFOSES M

.

4. RECORD SERIES TITLE

Nursing Home Provider Files

5. EARLIEST YEAR/LATEST YEAR
1985 o 1991

‘IN THE SERIES,

Records consist of general provider correspondence, L & C Complaint Record, Delmarva
Quality Assurance Reports and DHMH 3823 (Placement Determination-ICF) DHMH 2991 (Policy
" Instruction Statement) DHMH 4345, 4345A, 4366 (PASARR)

BRIK
6. RECORD SERIES DESCRIPTION ( FLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENTBIFORRS FrOUND
INCLUDR THE PURPOSE OR FUNCTION OF THE BEP‘IES]

7. RECORD SERIES FORMAT(S)

@ LETTER S1ZE 00 MICROFILM
LEGAL SIZE 0O COWMFUTER TAPE

O pouND BOOK O FLOPPY DISK

D AUDIO TAPE DO VIDEO TAPE

\D OTHER( SPECIFY)

-

8. RECORD SERIES SEQUENCE
X ALPHABET I CAL
O NUMERICAL
0 cHrRONGCLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

30 FILE DRAWER(S)

O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)}
NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT ION
X0 FILE DRAWER(S)
2 O MICROFILM REEL(S])
RUNBEN O COMPUTER TAPE(S)

O OTHFR{SPECIFY)

1. FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
® pAILY 0 weEKLY o 2 O MONTH(S X YEAR(S
MONTHLY NOMEBER {s) (s}

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
DHMHI.ZOl W. Preston St., 2nd Floor {1* ves, SPECIFY rGENCY OR OFFicE)
Division of Long-Term Care 0 vyeEs ¥ NO

15. ACCESS RESTRICTIONS X YES 0O no 16. AUDIT REGUIREMENTS

(tr veES,

Subject to COMAR 10.01.08

ci1TE ranw(8) & recuLATION|S)

D NonE O STATE X FEDERAL O [NDEPENDENT

17. IS AN INDEX SYSTEM USED? {1 yES.e>PLAIN

= T

BRIEFLY AND DESCRIEBE ANY HADD&ARE/SOFTHI\RE)

18.

Oyes B No

RECOMMENDED RETENTLON

Retain in office for 2 years then trahsfer
to Records Center for additional 4 years;
then destroy.

19. NAME

Wll\ié}rd Dixon ('7 A q ﬂfﬁ

TITRE Eg,PREPARER

20,

-17
M{(MO) 225-1716

TELEPHONE, NUMEER

DGS 350-4 (REVISED 11571




